ANAGING

Presented By:

Jerry Jensen and Sue Bylinski
U.S. Trustee Office
(402) 221-4300



WELCOME TO E-MAIL:

Much of an attorney’s life revolves around the mail (mailbox): what goes in, what comes out
of it, and what gets lost in transit. Going to Electronic filing will change the way you deal
with your mail.

The amount of paper mail each office receives will decline, but not rapidly. Many offices
will continue to send paper copies of everything they produce. While it is very likely that
paper mail will decline with time, it will not happen overnight. The Bankruptcy Court’s
noticing center will continue to send paper copies. Remember that non-court mail will
remain the same and will not be affected by ECF and electronic noticing.

SETTING UP YOUR EMAIL:

This guidance attempts to help you effectively deal with ECF e-mail, these are just
suggestions based on lessons learned and are not mandatory items for setting up and
controlling your e-mail.

We would recommend that you set up a special mailbox specifically for ECF mail. Just as
you might have an assistant or assistants who help you manage your incoming paper mail,
“Microsoft Outlook” provides you with similar abilities by giving you the opportunity to give
another person access to your ECF mailbox. This process is called “delegating.” The person
who owns the ECF mailbox grants the specific permissions to individuals based on the office
needs. Some of the permissions include reading, creating, editing and sending. This
process is shown on page  of the handout.

CLEANING UP YOUR E-MAIL

In MICROSOFT:
You can select to have your deleted mail folder deleted at the end of every day. Once
an item is deleted, it is sent to a “deleted” folder, the items are temporarily deleted
and are kept in this file until permanently deleted. Page goes through the steps in
Microsoft to automatically delete your deleted folders’ items so that it no longer takes
up memory space.

SPECIAL FOLDERS:

You can set up special folders within your ECF mailbox where you can save items or have
your rules set to automatically forward e-mails directly to them. An example would be if
you only want to look at the Proofs of Claims filed once a week, you may set up a “proof of
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claim” folder so that when a Proof of Claim is filed it will automatically go to this specific
folder. Whoever is responsible for reviewing the proofs of claims will then access the special
folder once a week and clean it out.

MAIL DELIVERY

You can select two options for receiving your ECF mail:
1. Can receive e-mail as documents are filed (24 hours a day-continually)
2. Atend of each day (4:00pm)

RULES:

The goal is to develop and use rules that provide the greatest benefit to your office to assist
in the administrative control of processing a large number of e-mails. It is likely that a rule
cannot be created to handle every situation and that some routine daily administration of the
mailbox will still be necessary. The rules shown in the handout are just examples and can
be adapted to your office requirements.

Microsoft generally holds 30 to 40 rules depending on the size of your computer, however,
you should not need more than 15 to effectively manager your e-mail. There will also be
a size limitation on your mailbox memory. IT IS IMPORTANT to delete unnecessary mail
and to remove mail as soon as possible to keep the mailbox from reaching full capacity.
When you select your rules, try to select the rules that create the greatest benefit to your
office and which most significantly contribute to minimizing routine daily monitoring of
email. You may also select to have your deleted item’s folder automatically deleted at the
end of each day.

It is recommended that you DO NOT use case numbers when writing your rules. There are
several reasons why we do not recommend using case numbers: if you set a rule for every
case you are involved in this could very easily exceed the capabilities and limits of your
mailbox; 99% of the time the case number is included in the subject line, however, it is not
always included; you would spend a lot of time writing and rewriting rules based on your
caseload. :

We also suggest that you begin each rule by selecting “Check Mail when they arrive” and
by selecting the “with specific words in subject” options.
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Attached are copies of some general rules which can be applied to your office:
Automatically delete mail
Sound Notification
Forward to another person as an attachment
Forward to a specific folder

VIEWING E-MAIL

Once you receive your e-mail and are ready to review and read it, you are allowed ONE
FREE look at the document through PACER. The next time the item is reviewed you
will be charged. To receive your one FREE viewing you MUST select to view the
DOCUMENT NUMBER, not the Case Number on the e-mail. If you select the case
number, you will be billed. The ‘“free viewing’” must also be done within thirty (30) days
of receipt.

DISCONTINUE SERVICE

If you are no longer going to be involved in a case, you can request that your service of
notices, filing and other documents in the case be Terminated. You can obtain the form on
the Bankruptcy Courts’ website, www.neb.uscourts.gov. By Terminating you from a case
is the only way that e-mail delivery will cease in a particular case.

The items included in the handout and presentation are not mandatory and are strictly suggestions from learned
lessons. Some of the information was extracted from other U.S. Trustee Office Regional ECF handouts and Best
Practices.
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SETTING UP ECF E-MAIL (Selecting Delegates)

In preparation for CM/ECEF, our office would recommend that you set up a special ECF E-mail
mailbox for receiving electronic filings and notices only. This is the e-mail address that you will
give to court to send your electronic notices and filing verifications.

When setting up your new mailbox you can delegate someone else permission to access your ecf
mailbox so they can open mail, create items, respond and send mail from this mailbox.

Inbiny - Miciozoft Jutdook

Once in the Options:
Select the Delegates Tab and click on Add
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After you have selected Add, scroll down until you come to the name of the person you would
like to delegate access. Highlight the name, click Add and then select OK.

lobal Address List

&% Bynum, Bil
§¥ Bynum, Deborah
& Bynum, Dorna

¥ Byrd, April
¥» Byrd, Forrest
¥ Byrd, Kristy
¥ Byrd. Melissa

- (3 Deleted
<& Drafts

On the Delegate Permission screen, select the appropriate permissions for each delegate added.
Select OK. This will take you back to the Options screen, click Apply. You can then proceed to
Add another delegate or close the windows.

- \Infected
T Calendar
- § Contacts




PERMISSIONS

Another option when setting up your new e-mail box is to set specific “permissions” for specific

folders. To do this: Highlight the selected folder, right click you mouse and select “properties”.
Select the Permissions tab. Click on the Add button and select the individual to whom you want
to give permission in this folder.

Tue 01142003 1:25 PM
Tue 01/14/2003 9:58 AM
Tue 0171472003 9:57 AM

Lo
Editor
Editor
Editor

empsl, Stacey
ushing, Cindi
ensen, Jerry

2]
@ Personal Folders
+ @G Public Folders

Mailbox - USTP

55" Next highlight the new name and select the properties or permissions below. Click OK

when finished.

L < \Infected
<3 Calendar

Tue 01/14/2003 9:58 AM
Hetnpet: Stacey: B Tue 01/14/2003 9:57 AM
Rushing, Cindi I 114/

ensen, Jerry

- &3 Mailbox - USTP
- E3 Personal Folder:
- €23 Public Folders 3
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SPECIAL FOLDERS IN YOUR E-MAIL

To set up a special folder in your ECF e-mail.

. 02-42463 "Certificate of Service
. 02-42697 "Certificate of Service"
02-42726 "Reaffirmation Agreement™

kecf@neb.u... 02-42997 "Chapter 13 Plan™
tkecf@neb.u... 02-43248 "Hearing (Bk)"
slcecf@neb.u... 02-43347 "Reaffirmation Agreement™
.. 02-81827 "Certificate of Service"
.. 02-82949 "Objection to Confirmation of the Plan"
.. 02-83356 “"Motion to Extend Time"
yhecf@neb.u... 02-83543 "Reaffirmation Agreement™
skkecf@neb.u... 02-83874 "“Notice of Appearance™
ecf@neb.u... 02-84007 “Creditor Request for Notices™

>  Highlight the ECF Mail Inbox, Right click your
mouse and select New Folder
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: @ \Infected

"%@1 Sent ltems
.. & Follow-up

€D Calendar
Contacts
- €& Deleted Items
@ D f

Q’S Jouma!
Notes
@ Outbox

L% Sent Items

LoD Tasks

MEEEEEEEEELE

roof of Claim|

33 Mailbox - USTP Region13 OM ECF

f the Plan™

Calendar
Contacts

Contacts
Deleted Items |

f@neb.

@ neb bkecf@neb....
0 neb_bkecf@neb....
0 neb_bkecf@neb....
0 neb_bkecf@neb....
@ neb_bkecf@neb....
@ neb_bkecf@neb....
@ neb_bkecf@neb....
¢ neb_bkecf@neb....
@ neb_bkecf@neb....
@ neb_bkecf@neb....
@ neb_bkecf@neb....

Tue 01/07...
Tue 01/07.
Tue 01/07.
Tue 01/07.
Tue 01/07.
Tue 01/07.
Tue 01/07.
Tue 01/07.
Tue 01/07.
Tue 01/07.
Tue 01/07.

02-42697 “Certificate of Service”
02-42726 “Reaffirmation Agreement”
02-42997 "Chapter 13 Plan™

02-43248 "Hearing (Bk)"

02-43347 “Reaffirmation Agreement”
02-81827 "Certificate of Service"
02-82949 "0Objection to Confirmation of the Plan"
02-83356 “Mation to Extend Time™
02-83543 “Reaffirmation Agreement”
02-83874 “Notice of Appearance™
02-84007 "Creditor Request for Notices™

Tue 01/0..
Tue 01/0..
Tue 01/0..
Tue 01/0..

Tue 01/0..
Tue 01/0..
Tue 01/0...
Tue 01/0..,
Tue 01/0...

&1 The new folder will appear under the ECF E-mail Inbox.
New Folder ‘“Proof of Claim”
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WHAT E-MAIL LOOKS LIKE IN YOUR ECFKF MAILBOX

Receiving E-mail from Bankruptcy Court. You have two options in receiving e-mail: 1) you can
select to receive e-mail continuously throughout the day as items are filed, or 2) you can select to
have your e-mail sent only one time a day (4:00p.m.).

When you receive your e-mail it will look similar to the following:

TP Regianl3 OM ECF - Inbox - Microsoft Dutlook -

.

-

EEEEERENERREREREREER

G neb_bkecf@n...
G neb_bkecf@n...
0 neb_bkecf@n...
@ neb_bkecf@n...
@ neb_bkecf@n...
@ neb_bkecf@n...
0 neb_bkecf@n...
0 neb_bkecf@n...
0 neb_bkecf@n...
@ neb_bkecf@n...
0 neb_bkecf@n...
0 neb_bkecf@n...
@ neb_bkecf@n...
0 neb_bkecf@n...
0 neb_bkecf@n...
@ neb_bkecf@n...
0 neb_bkecf@n...
@ neb_bkecf@n...
0 neb_bkecf@n...
@ neb_bkecf@n...

02-82469 "0Objection
02-82949 "0Objection to Confirmation of the Plan”

02-82981 "Motion to Extend/Suspend Plan Payments" -

02-83001 "Objection to Confirmation of the Plan™
02-83128 "0Objection to Confirmation of the Plan”
02-83128 “Request for Production”

02-83171 “Amended Schedules (Fee)”

02-83356 "“Motion to Extend Time"

02-83391 "Hearing (Bk)"

02-83417 "Hearing (Bk)"

02-83543 "Reaffirmation Agreement"

02-83633 "Certificate of Service™

02-83659 "Administrative Order”

02-83659 “Amended Chapter 13 Plan”

02-83659 "Amended Schedules”

02-83669 “Notice of Appearance”

02-83673 "Creditor Request for Notices™
02-83683 "Realfirmation Agreement"

02-83713 "Amended Chapter 13 Plan"

02-83763 "Schedules & Statement of Financial Affairs

Tue 01,/07/2003 2:09 PM
Tue 01,/07/2003 2:02 PM
Tue 01,/07/2003 2:41 PM
Tue 01,/07/2003 3:03 PM
Tue 01/07/2003 3:02 PM
Tue 01,/07/2003 3:02 PM
Tue 01,/07/2003 2:44 PM
Tue 01/07/2003 1:18 PM
Tue 01/07/2003 3:06 PM
Tue 01/07/2003 2:13 PM
Tue 01,/07/2003 1:04 PM
Tue 01/07/2003 2:27 PM
Tue 01,/07/2003 2:35 PM
Tue 01/07/2003 2:13 PM
Tue 01/07/2003 2:11 PM
Tue 01/07/2003 2:30 PM
Tue 01/07/2003 2:23 PM
Tue 01,/07/2003 2:42 PM
Tue 01/07/2003 2:24 PM
Tue 01/07/2003 2:20 PM
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Another example page of E-Mails from the Bankruptcy Court.

-{# Deleted Items
<M Drafts

~- Journal
3 Notes
(&S Outbox

45 Sent ltems
{48 Follow-up

: @ Tasks

. Mailbox - USTP Region13 OM EC

(@ Calendar
"€ Contacts
(¥ Deleted ltems {43}
|45 Drafts

Sent ltems
@ Tasks

3 Personal Folders

EEEERERRKERERR KR KE R

0 neb_bke...
0 neb_bke...
@ neb_bke...
4 neb_bke...
Q neb_bke...
0 neb_bke...
0 neb_bke...
0 neb_bke...
0 neb_bke...
@ neb_bke...
@ neb_bke...
@ neb_bke...
@ neb_bke...
@ neb_bke...

02-42542 "Discharge of Debtor”
02-42543 "Close Bankruptcy Case"
02-42543 "Discharge of Debtor"
02-42557 "Order To Pay Wages"
02-42603 “Objection”

02-42623 "Close Bankruptcy Case"
02-42623 "Discharge of Debtor™
02-42642 “Reaffirmation Agreement™
02-42643 “Close Bankruptcy Case"
02-42643 "Discharge of Debtor"
02-42644 “Realffirmation Agreement™
02-42646 "Amended Schedules (Fee)"
02-42646 "Corrective Entry-No PDF"
02-42646 "Order on Application to Employ™

@ [neb_bkecf@neb.uscourts.gov }'s Notice of Amended Plan"

@ neb_bke...
@ neb_bke...
@ neb_bke...

8 neb_bke.

02-42677 "Order Confirming Chapter 13 Plan™

02-42677 "Withdrawal™
02-42721 "Objection™

Thu 01/16/2003 ...
Thu 01/16/2003 ...
Thu 01/16/2003 ...
Thu 01/16/2003 ...
wed 01/15/2003..
Thu 01/16/2003 ...
Thu 01/16/2003 ...
Thu 01/16/2003 ...
Thu 01/16/2003 ...
Thu 01/16/2003 ...
Wed 01/15/2003..
wed 01/15/2003..
wed 01/15/2003..
wed 01/15/2003..
Thu 01/16/2003 ...

Thu 01/16/2003 ..

Thu 01/16/2003 ...

Wed 01/15/2003..
Thu m/ls/znna

02-42738 "Amended Schedules (Fee)"
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TO SET RULES IN RULES WIZARD

You can create rules to assist in the distribution and management of your electronic e-mail.
Microsoft will typically hold 30 to 40 rules depending on the complexity of each rule and your
computer, however, you shouldn’t need more than 15 to 20 rules to effectively manage your e-
mail.

To set up Rules:

While in your ECF E-mail Inbox:

Contacts

QD Tasks : &= Click on Tools
D e = Click on Rules Wizard

+("’$) Personal Folders
F @ Public Folders

5" At the next screen, Click on New button
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=° At the “Which type of rule do you want to create” prompt, make sure to highlight:
“check messages when they arrive”, click next

Kol el Lixgn b 8-l
Check messages after sending
Move new messages from someone
{Notify me when important messages arrive
Move messages based on content
Delete a conversation
Flag messages from someone
Ace h

Journal
Notes

Cutbox Apply this rule after the message arrives
R Sent ltems

¢ Calendar
i--45 Contacts
Deleted Ite
-5} Drafts
i--Ga Inbox {55]
Journal
(5> Notes
. .$$ Outbox
+-KE3 Sent ltems
i LD Tasks
4G Personal Folders
- €3 Public Folders
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5 At the “which condition do you want to check” prompt, scroll down to the option: “with
specific words in subject” and click on the box next to it to select it.

L p———

@ Qutlook Today - [
£ \Infected
- Calendar

the vecipiént's address

¥ Contacts ) nder's address
-3 Deleted Ite

r the message arrives
“in the subject

Mabox - USTP 4> (Be sure to specify

Personal Folders : .
) Public Folders the spec1ﬁc WOI'dS)

s After checking the Specific Words in subject you must go to the Rule description box
below and click on the specific words.

Outiook Today

G \infected

- ¢ Calendar

- ED Contacts
Del

-<ZR] Journal
i- D Notes

o Calendar

! @D Contacts

bR Deleted 1

LS Drafts

: Inbox .
Journal

IR Sent Items

.G Tasks

2D Personal Folder:

new: input the word or words you would like to use this rule for. It is recommended that
you DO NOT use Case Numbers as a search tool.

PAGE 10
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EXAMPLE OF RULE AUTOMATICALLY DELETING MAIL

For this example we will assume that if a Discharge of Debtor notice is received electronically we
would like our computer to automatically delete it. To do this:

Follow the previous steps on pages _8 to 10 . On page 10 where you asked to insert a specific
word or phrase input the phrase: Discharge of Debtor

Yy
-$EX \Infected
¢ Calendar
Contacts
- {3 Deleted It
43 Dralts kS
&
ournal

-5 Notes
- Outbox
Sent ltems

-ED Tasks

Mailbox - USTP F:
3 Personal Folders
) Public Folders

Wed 01/08/2003...
,' 2002 ... Wed 01/08{2003...
Wed 01/08/2003...

lDischarge of debtor|

I¥"  After inputting your word/phrase click on
Add, then click OK
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5° At the “What do you want to do with this message?” screen, highlight and select Delete
it, you can also select Permanently Delete.

Dutlook Today -
-G \Infected
<2 Calendar
- ¥ Contacts

-¢¥ Deleted It
=

B

@ Jourmnal

2> Notes

-+ @25 Outbox
2 Sent Items
- Tasks ;
Mailbox - USTP F;
s Personal Folders
:-23 Public Folders

» move a copy to
delete it

Wed 01/08/2003
Wed 01/08/2003
Wed 01/08/20.

DOutiook Today -
- \Infected

-T2 Sent ltems
<D Tasks
Mailbox - USTP F.
Q Personal Folders
D Public Folders

xcapt whers my name Is not in ths

pply this rule after the m ge a
with discharge of debtor in the subject
delets it

and psrmanesntly delste it

xcept where my name is in the Cc box
xcapt IF my name Is In the To or Cc box

es

box

. Wed 01/08/2003.

Wed 01/08/2003.
Wed 01/08/2003.
d 01/08/2

Wed 01708/2003.
Wed 01/08/2003.

Waed 01/08/2003.

s5’Most of the time there will be no exceptions, if one applies select it. If no exceptions

apply, click Next.
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At the next screen, please specify a name for this rule. The shorter the name, the better.
We will simply call this rule, Discharge of Debtor. After you fill in the name of the rule,
click on Finish.

Q‘ Outlook Today
$B \Infected

Wed 01/08/2003...
Wed 01/08/2003...
wed 0

Wed 01/08/2003...
Wed 01/08/2003...
. Wed 01/08/2003..,
wed 01/08/2003...

16D Notes - pply this rule after the message arrives
i@ Outbox : with discharge of debtor in the subject
-G Sentltems delete it

. @) Tasks and permanently delete it

3 Mailbox - USTP F;
Personal Folders
Public Folders

v You should revie
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EXAMPLE OF RULE WITH A SOUND NOTIFICATION

For this example we will assume that if a Hearing notice is received electronically we would like
our computer to notify us by making a specific sound. To do this:

Follow the previous steps on pages 8 to _10 . On page _10 where you are asked to insert a
specific word or phrase we will input the word Hearing.

B Calenda
€ Contacts
(9 Delete

@ Dlafts: Search Test

2 Joumal

You can insert any word or word phrase here. After you insert your
word or phase, click on Add, then OK then Next
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=" At the “What do you want to do with the message?” screen highlight and select “Play a

sound”

4D Contacts
-(§ Deleted
£} _D fts

1 L.gEh SAVE

i@ Joumal
Notes
<3 Outbox

¢

Sent ltems
: D Tasks

- Calendar
- Contacts

N Drafts

=53 Joumal

- E Notes
¢S Outbox

< Sent Items

Public Folders

&) Personal Fold
Public Folders

Form 4

.G Follow-

Mailbox - USTF

(3 Deleted |

lear the Message Flag

Apply this rule after the message arrives
with Hearing

in the subject

RE® Musica Open.wav

K2R Musica Question. WAV

@ Musica Recycle. WAV

%R Musica Restore Down. WaAY
} 3 Musica Restore Up.WAY
539 Musica Windows Exit. WAy

3P Musica Windows Start. WAV

RSB ringin. wav

L@ ringout. wav

“BRobotz Asterisk. WAy
Robotz Close.Wwav

"BERobotz Critical Stop.Wwav

% Robotz Default. Way
Robotz Error. WAV

Pk Robaotz Exclamation. wAv
Z@ Robotz Maximize. WAV

¥ Robotz Menu Command., WAV
@2 Robotz Menu Popup. WAY
#p Robotz Minimize . WAV

@ Robotz Open. WAV

@ Robotz Question. wWav

& Robotz Recycle. wav
Fi@Robotz Restore Down. WAY
Fp Robotz Restore Up. WAV
@k Robotz Windows Exit. WAV
B> Robotz Windows Start. WAV

osoft Sound.wav

&P Utopla Asterisk, Wav

R@Utopia Close . WAV

P Utopia Critical Stop. WAV

#RUtopla Default. WAy

Rk Utopia Error. WAY

ﬁ»utopia Exclamation. WaV

#sUtopla Maximize . WAY :

EPUtopia Menu Ccmmand.wm.@

@Utouia Menu Popup. WAV

ERUtopla Minimize, WAY

P Utopia Open.Wav

RpxUtopia Question. WAY

&P Utopla Recycle. wav

B Utopia Restore Down. WAV
Restore Up. WAV
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T \Infected

%3 Mailbox - USTP Fi

3 Personal Folders

¥ Public Folders

xcept IF my name Is in the To or Cc box
xcopt where i i box
xcept If from

1
with hearing In the subject
play € i

wWed 01/08/20.

5" After you have selected your sound, click Next. At the “add any exceptions” screen,
apply if appropriate, or click Next. (Most of the time there will be No exceptions.

At the next screen, please specify a name for this rule. The shorter the better. We will
simply name our rule Hearing. Then click Finish.

: - Notes
Outbox
’}% Sent Items
£..CD Tasks E
Mailbox - USTP F
Personal Folders :
3 Public Folders

pply this rule after the message arrives
g:in the subject

lay CAWINNT\Media\tada.wav

Wed 01/08/20...
uary 11... Wed 01,/08/20...
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With this rule whenever you receive a piece of electronic mail into your ECF mailbox that
has the word “Hearing” in the subject the sound “tada” will play.
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EXAMPLE OF RULE AUTOMATICALLY FORWARDING
E-MAIL TO ANOTHER PERSON

For this example, we will assume that if a “Section 341 Meeting Notice” is electronically received we
would like to forward the complete e-mail to another person for calendering. To do this:

Follow the previous steps on pages 8 to 10 . On page 10 where you are asked to insert a
specific word or phrase we will input the word or word phrase: Meeting of Creditors.

ay
i N \Infected

- Calendar
(.. ¥D Contacts

in the recipient’'s address
in the sender's addrass

wed 01/08/201
wed 01/08/200...
wed 01/08/z200...

Wed 01/08/200..
wed 01/08/200...

4 -G Sent Items
L Tasks
D Mailbox - USTP:

Personal Folder
4 €D Public Folders 3}

5" You can use one rule for multiple scenarios. To do this just click the Add button and add
another word or word phrase. After you have completed them, click OK then click Next.

-G \Infected < AR wed 01/08/200...
E 2 wed 01/08/200...
Wed 01/08/200...
wed 01/08/200...
Wwed 01/08/200...
Wed 01/08/200...
Wed 01/08/200...
. Wed 01/08/200..

leeting ol reditors” or wed 01/08/200...
"Objection Deadline"

T Personal Folder?:
-€E) Public Folders
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55 At the “what do you want to do with the message?” screen highlight and select the Forward
as an attachment. In order for the receiving party you MUST forward the e-mail as
attachment, just forwarding the e-mail will break the link to Pacer and the forwarded
document will not be there for the individual to review.

elete it
ermanently delete it

pply this rule after the message arrives
with 'Meeting of Creditors' or 'Objection Deadline' in the st

forward it to EoplEoF B rbhbbe Jskias an attachment

52 Mailbos - USTP
@ Personal Folder
@ Public Folders

People to select
to whom it will
be forwarded

=From your distribution list, select the individual and click OK

LS \Infectad

- B Calendar wed 01/08/200..
‘@ Contacts

wed 01/08/200.
¢ Deleted I R waed 01/08/200,
= ¢ ; B S DR wed 01/08/200.
R=E wed 01/08/200.

. k. 3 TN Abad Santos, Anabel

132 Journal i Abbott, D amian

: E - - wed .

F-§3 Notes : i Acconcia. Paula ed 01/08/200

<23 Outbox E ) ... Wad 01/08fz00.

;.G Sent ltems & LR wed 01/08/200.
D Tasks
Mailbox - USTP

Personal Folder

>3 Public Folders Admin, Exchange
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¥ Atthe Add any exceptionsifapplicable, otherwise, check the rule description for accuracy
and click Next.

<G \Unfected 3 £ = Wed 01/08/200.
> Calendar : except where my name is in the Cc box Wed 01/08/200.
: except if my name is in the To ar Cc bax wed 01/08/200.

xcept where my name is not in the To box Wed 01/08/200.

xcept if from - S b wed 01/08/200.
Wed 01/08)200.
wed 01/08/200.
4 . Wed 01/08/200.
Apply this rule after the message arrives wed D1/08/200.
with 'Meeting of Creditors' or 'Objection Deadling’ in the s
forward it to Adams, Linda as an attachment

5= At the next screen specify a name for this rule. We will call our example rule: Forward.
Click Finish.
=

wed 01/08/200.
wed 01/08/200.
Wed 01/08/200.
wed 01/08/200.
wed 01/08/200.
. wWed 01/08/200.
wed 01/08/200.

YEHBED

& Mailbox - USTP
-@& Personal Folder
& Public Folders
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EXAMPLE OF RULE FORWARDING SPECIFIC
E-MAIL. TO ANOTHER FOLDER

If you have not already done so, you will need to make another folder under your ECF e-mail
inbox. This process is shown on pages 4 to 5.

For this example we will assume that if a Proof of Claim is received through our ecf e-mail inbox
we would like our computer to automatically move the e-mail to a special folder we have created
called “Proof of Claim” so that it can be looked at on a later date.

Follow the previous steps on pages 8 to 10. On page 10 where you are asked to insert a specific
word or phrase in the phrase: Proof of Claim.

1y
\Infected
<> Calendar
4D Contacts B
@ Daleladltemsfé
B3 Dralts E:
ki

S Sent ltems
D Tasks
Mailbox - USTP F
Personal Foldeis
Public Folders

' After inputting word/phrase click on Add, the click OK
w
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5" At the “what do you want to do with this message?” screen, highlight and select the
Move to the specified folder. Click on the specified folder and select the appropriate folder.

Mailbox - USTP F;

=) Personal Foiders
23 Public Folders

SRt
move a copy to the -
dalsta it
permanently delete it
Forward Ik ko .o e
forward it to

.. as an attachment

Apply this rule after the message arrives

with Proof of Clalm in the subjact

@‘ Outlook Today -
D \Infected
¢S Calendar

Contacts E
‘(2 Deleted Items
D Draft ;

Qﬁ Journal
3 Notes

@S Outbox

€52 Sent ltems
@D Tasks

D Mailbox - USTPF
) Personal Folders
3D Public Folders

--$a1 Inbox {1}
%3 Journal
-3 Notes
S Outbox

- G2 Sent Items

D Tasks

& Mailbox - USTP Region13 OM ECF

& Calendar
- Contacts
L..C3 Deleted Items (4%}
8 Drafts
- 62 Inbox [T
-GN
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=5° Add any exceptions if applicable, otherwise, check the rule description and click Next.

Outlook Today - [;
- G2 \Infacted

sent only to
axcapt whare my name is In the Cc box
except if my name is in the To or Cc box
whara my name is not in the To box

G
- ER Joumal
-3 Notes E
Qﬁﬁ Outbox Apply this rule after the message arrives
Ch Sentltems with Proof of Claim In tha subject

5 Mrsibon USTR £ ‘ oot eCHECK RULE

D Personal Folders
2 Public Folders

s At the next screen specify a name for this rule. We will call our example rule: Proof of
Claim. Then click on Finish.

Sl

- \infected
i <D Calendar
! €D Contacts
Dalatad Itarm::

move it to the Proof of Claim folder
) Mailbox - USTP Fil

Personal Folders i
3 Public Folders 2
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HOW TO AUTOMATICALLY DELETE THE
DELETED ITEMS FOLDER

Once an item is sent to the delete box you still have access to it until you permanently delete it
from the delete box. Your e-mail gives you the option to automatically delete your deleted items
at the end of the day or when you close your e-mail. If you do not need an item it is important to
delete it as the e-mail storage capacity is limited. To set up your e-mail to automatically delete
the deleted items at sessions end:

Go into your e-mail, select Tools, select Options. Once in the Options screen, click on the Other
tab. Under General place a check mark in the box next to “Empty the Deleted Items Folder upon
exiting”. Click on Apply and the click on OK.
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FORM D
UNITED STATES BANKRUPTCY COURT
FOR THE DISTRICT OF NEBRASKA

IN THE MATTER OF:
CASE NO.

)
)
)
) Chapter
)
)

DEBTOR(S)

REQUEST TO DISCONTINUE SERVICE OF NOTICES

PLEASE TAKE NOTICE that the undersigned appearing as counsel for
, creditor and party-in-interest in the above-captioned matter, requests
to be administratively terminated in this case for the purpose of receiving notices. The undersigned no
longer wishes to receive notices from the Court, either by electronic form or first class mail.

CREDITOR:

BY:

CERTIFICATE OF SERVICE

I, , hereby certify on , a Copy
of the foregoing Request to Discontinue Service of Notices was served upon the parties identified below
by first class U.S. mail, properly addressed and postage prepaid:
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